U.S. District Court
Fastern District ot Kentucky

Maintain E-Malil Account Options
For Electronic Case Filing (ECF)




New User Interface for E-mail

The E-mall Information screen in Maintain
Your E-mail has been modified to provide
streamlined functionality.

The following slides will show you how to
update your account information to allow
others in your office to receive notices in your
cases, as well as monitor other cases in the
Eastern District of Kentucky.



Maintain Current E-Mail Addresses

It IS your responsibility to maintain a current
e-mail address in your account. If you do not
maintain a current primary e-mail, you will not
receive Court notices.

The Court strongly encourages you to enter
additional e-mail addresses of those
iIndividuals you wish to notify concerning ECF
activity.



Criminal - Query Reports ~ Utilities ~ Search

In order to access your account
Information, click on Utilities.
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EECF Civil - Criminal - Query Reports - Utilities - Search
Utilities

Your Account Miscellaneons
ECF Login Internet Pavment History
Maintain Your Account Mailings__.

Mamtain Your E-Mail
Maintain Your LoginPaSsword
View Your Transaction LB‘CJ,
Change Client Code

Change Youwr PACEER. Login
Review Billing Historv

Show PACER. Account

From the Utllities menu, click on Maintain Your E-Mall




EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Email Information for attorney

Registered e-mail addresses Configuration options

Primary e-mail address: Select an e-mail address to configure.

secretary hotmail/@example.com

Secondary e-mail addresses:

add new e-mail address

Submit all changes I Clear |

Your correct primary e-mail address should already be entered in
this field. If not, please enter your correct primary e-mail address
here. Click on the primary e-mail address to update the
associated information.



EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search

Email Information for attorney

Registered e-mail addresses Configuration options

Primary e-mail address: |secretary_hotmail@example.com
secretary hotmail @ example.com

is e-mail address recefve notices? ® Yes © No

Should

Secondary e-mail addresses:

add new e-mail address How should notices be sent to this e-mail address? * Per Filing ¢ Summary Report

Submit all changes I Clear | In what format should notices be sent to this e-mail address? & HTML ¢ Text

Shoyld this e-mail address receive general announcement notices from this court? # Yes ¢ No

Show all cases for this e-mail address (Copy cass lists from here)

[

ase-specific options

dd additional cases for noticing

f

These cases will send notice per filing. rdefault method)
3:09-cv-00001-DCR Smith v. Wal-Mart Corporation - Representing Wal-Mart Corporation, Wal-Mart Corporation

Once a valid e-mail address has been entered, the e-malil _
options appear for that e-mail address.




EECF Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search

Email Information for attorney =

Registered e-mail addresses Configuration options

Primary e-mail address: |secretary_hotmail@example.com
secretary hotmail @ example.com

Should this e-mail address recefve notices? § Yes © No

Secondary e-mail addresses:
add new e-mail address How should notices be sent to this e-mail afdress? & Per Filing ¢ Summary Report

Submit all changes I Clear | In what format should notices be sent to fhis e-mail address? & HTML ¢ Text

Should this e-mail address receive genfral announcement notices from this court? # Yes ¢ No

Show all cases for this e-mgll address (Copy cass lists from here)

Cuase-specific options

Add additional cases for noticinlg

These cases will send notic¢ per filing. rdefault method)
3:09-cv-00001-DCR Smith 4. Wal-Mart Corporation - Representing Wal-Mart Corporation, Wal-Mart Corporation

_ |

For your primary account, you must select “Yes” to
receive Court notices.




EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search

Email Information for attorney =

Registered e-mail addresses Configuration options

Primary e-mail address: |secretary_hotmail@example.com
secretary hotmail @ example.com

Should this e-mail address recefve notices? * Yes © No
Secondary e-mail addresses:

add new e-mail address How should notices be sent to this e-mail address?74* Per Filing ¢ Summary Report

Submit all changes I Clear | In what format should notices be sent to this e-m#il address? & HTML ¢ Text

Should this e-mail address receive general uncement notices from this court? ® Yes © No

Show all cases for this e-mail addrgss (Copy cass lists from here)

Cuase-specific options

Add additional cases for noticing

|
The Court recommends you receive Court notices per filing.
You may choose a Summary report of CM/ECF activity;
however, with a notice per filing, you will receive a notice each _
time a document is filed. A Summary NEF is a list of all the
documents filed in your cases on the previous day.




EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search

Email Information for attorney =
Registered e-mail addresses Configuration options
Primary e-mail address: |secretary_hotmail@example.com

secretary hotmail @ example.com

Should this e-mail address recefve notices? * Yes © No
Secondary e-mail addresses:

add new e-mail address How should notices be sent to this e-mail address? & Per Filing ¢ Summary Report

Submit all changes I Clear | In what format should notices be sent to this e-mail address? & HTML ¢ Text

Should this e-mail address receive general announcemenp/fotices from this court? # Yes ¢ No

Show all cases for this e-mail address (Copy cass lists from here)

Cuase-specific options

Add additional cases for noticing

These cases will send notice per #ling. default method)
3:09-cv-00001-DCR Smith v. Wal-Mart Corporation - Representing Wal-Mart Corporation, Wal-Mart Corporation

In order to receive the hyperlink to the document in your Notice of
Electronic Filing, select HTML format.




EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search

Email Information for attorney =

Registered e-mail addresses Configuration options

Primary e-mail address: |secretary_hotmail@example.com
secretary hotmail @ example.com

Should this e-mail address recefve notices? * Yes © No
Secondary e-mail addresses:

add new e-mail address How should notices be sent to this e-mail address? & Per Filing ¢ Summary Report

Submit all changes I Clear | In what format should notices be sent to this e-mail address? & HTML ¢ Text

Should this e-mail address receive general announcement notices from this court? J* Yes ¢ No

Show all cases for this e-mail address (Copy case lists fro

Cuase-specific options

Add additional cases for noticing

These cases will send notice per filing. rdefault mpthod)
3:09-cv-00001-DCR Smith v. Wal-Mart Corporaytén - Representing Wal-Mart Corporation, Wal-Mart Corporation

Users may opt out of receiving Announcement Notice e-mails; however,
this setting can be overridden by the Court.




Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (dsfauit method)
3:09-cv-00001-DCR Smith v. Wal-Mart Corporation - Representing VWal-Mart Corporation, Wal-Mart Corporation

Femaove selected cases | Change selected cases to notice as a summary report

These cases will send notice as a summary report. (alternate method)
3:10-cv-00004-DCR Watkins v. IBM (interest)

Remove selected cases | Change selected cases to notice per filing |

Add additional cases for noticing, delete cases from noticing or
click on a specific case to change the e-mail option for that

case.




EECF Civil ~ Criminal ~ Query Reports - Utilities ~ Search Logout

Email Information for attorney

Registered e-mail addresses Configuration options
Primary e-mail address: Select an e-mail address to configure.

secretary hotmail @ example.com

Secondary e-mail addresses:
add new e-mail address

Submit all changes Clear

Click on add new e-mail address to configure additional e-mail addresses.




EECF Civil ~ Criminal - Query Reports ~ Utilities ~ Search

Email Information for attorney

Registered e-mail addresses Configuration options

\Primary e-mail address: [paralegal_hotmail@example.com
secretary hotmail @example.com

Should this e-mail address receive notices? & Yes  No
Secondary e-mail addresses:
paralegal hotmail @ example.com How should notices be sent to this e-mail address? * Per Filing ¢ Summary Report
add new e-mail address

In what format should notices be sent to this e-mail address? & HTML  Text

Submit all changes I Clear |

Should this e-mail address receive general announcement notices from this court? & Yes © No
Should this e-mail address receive notice for all cases in which this individual is a participant? # Yes T No

Show all cases for this e-mail address (Copy case lists from here)

Case-specific options

Add additional cases for noticing

These cases will send notice per filing. (default method) =
3:09-cv-00001-DCR Smith v. Wal-Mart Corporation - Representing Wal-Mart Corporation, Wal-Mart Corporation

In order for the system to accept your changes, you must :
click on Submit all changes from this screen.



EECF Civil ~ Criminal -~ Query Reports ~ Utilities - Search

[Updating person record. ..
Update Person Prid: 1015229

The update was successful .. prid 1015229 - atiorney

The update was successﬁﬂj\ You will receive a verification screen

£ -mail configuration: confirming the changes to your
Primary e-mail address: secretary_hotmail@ example.com account.

This e-mail address will receive notices.
Notice will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HIML.
This e-mail address will receive general announcement notices from this court.
This e-mail address will receive notices for all cases in which attorney is a participant.
View Hide case list
Secondary e-mail address: paralegal_hotmail(@ example.com
Thi= e-mail address will receive notices.
Notice will be sent to this address on a per filing basis.
Notice sent to this address will be formatted as HIML.
This e-mail address will recetve general announcement notices from this cowrt.
This e-mail address will receive notices for all cases in which attorney is a participant.
View/Hide case list




Remember to update e-mail information In
the system each time your e-mail address
changes, or when your staff changes.

If you need further assistance in modifying
your options under Utilities, please contact
the ECF Help Desk: 1-866-485-6349



